United States Department of the Interior
Fish and Wildlife Service

DivISION OF FINANCIAL MANAGEMENT

Financial Management Memorandum FMM 2002-001
FY 2002 Y ear-end Instructions August 12, 2002

Purpose: This memorandum provides instructions for completing the Service's fiscal year-end
closing process and for reporting information associated with preparing the Service’' s Annual
Financial Report.

Impact: Establishes critical due date for closing and reporting processes. Managers need to
observe these deadlines. Delays can negatively effect the Department of the Interior’ closing and
reporting processes.

<Signature>
Chief, Division of Financial Management

Supercedes. New

OPR: Financial Operations Branch

Distribution: DFM, All Branch Chiefs, Region AD/Admin and B/FOs
Author: Michael Conkey, 303-984-6821

Expiration Date: When superceded
R:\GroupCOfiles\FMM-Coversheet073102.wpd



United States Department of the Interior

Financial Management Memorandum

Table of Contents

Memorandum
1 Introduction and Overview of Responsibilities

2. Section 1-Funds Control and Financial Transaction Processing
A. Allotment, Allocations, and Control of Funds

B. Expiration and Closing of Funding Accounts

C. Year-end Financial Reporting

D. Accruing Expenditures

E. Determining the Validity of Existing Undelivered Orders

F. Reimbursable Agreements

G. Project Code Reviews

H. Grants Obligations/Deobligations, Payments, Accruals and Advances
I. Travel Voucher Processing

. Employee Payroll Costs

K. IPAC Billings

L. Imprest Funds

M. Collections

N. Proceeds From Sales of Motor Vehicles

J

3. Section 2-Information for the FY 2002 Annual Report

A. Fina Environmental Cleanup and Contingent Liability Estimates -
Principal Financial Statements and Footnotes

B. Seized and Forfeited Property Report - Principal Financial
Statements and Footnotes

C. Stewardship Land Report - Required Supplementary Stewardship
Information (RSS)

D. Stewardship Assets Reports - Required Supplementary
Stewardship Information (RSSI)

Pages

23
24

26

26

27



5.

Section 2-Information for the FY 2002 Annual Report Continued

E. Recreation Fee Demonstration Report - Required Supplementary
Stewardship Information (RSSI)

F. Payment to Counties Report - Required Supplementary
Stewardship Information (RSSI)

G. Stewardship Investmentsin Non-Federal Properties Report -
Required Supplementary Stewardship Information (RSSI)

H. Fina Estimates for Deferred Maintenance - Required
Supplementary Information (RSI)

I. GPRA Performance Reports - Required Supplementary
Information (RSI) and Other Accompanying Information (OAl)

J. Complete Construction Work-In-Progress (CWIP)
Reconciliations - Financial Statements

K. Capitalized Real Property, Equipment and Software

Exhibits

Exhibit 1 YA Accrual Sheet

Exhibit 1a YA Accrual Sheet - Payroll

Exhibit 2 YA Accrua Sheet

Exhibit 3 Undelivered Order Balances Certification

Calendar Months

August 2002
September 2002

27

28

28

28

29

30

30



In Reply Refer To:

FWS/DFM

Memorandum

To: Service Directorate

From: Assigant Director - Business Management and Operations and
Chief Financid Officer

Subject: FY 2002 Y ear-End Ingructions

(Response Due: September 27, 2002)

The attached document providesguidancefor completing the Service' sfiscd year-end dosing processand
for reporting information associated with preparing the Service' s Annua Financid Report. The Service's
year-end closing performance greatly impacts the Secretary of the Interior’ s ability to report reliable and
timely information to OMB and the Congress. Theseingructions are therefore closaly integrated with the
actions and dates established by the Office of the Secretary. Deaysin meeting established dateswill result
in delays throughout the Department of the Interior.

Service managers need to exercise oversght over their organization’s closing and reporting processes in
order to promote accuracy and timeliness. The content of the FY 2002 Y ear-end Ingtructionis Smilar to
last year's guidance. However, there are a number of sgnificant changes and highlights that need your
atention:

. Cut-off dates for processing select transactions begin as early as September 27 this year;

. Redigributions (i.e., RDS), accruds, and adjustmentsto outstanding obligations (i.e., UDOs) and
other types of financid actions must be supported by adequate documentation;

. Timely and accurate accruds must be made for al transactions grester than $100;

. Law Enforcement must disclose its deferred maintenance backlog as of September 30;

. All actions and reports must be complete for submission to KPMG by November 1, 2002,

. Each member of the Directorate must provide certification to the Director indicating that

undedlivered order balancesfor ther organizations have been reviewed and the balances are valid.
Certification is due by September 27, 2002.

Details of these requirements are covered extensvey in the attached indructions.  If you need more
information, pleasecontact either Paul Henne, Chief Financid Officer, at (202) 208-4888 or Dave Holland,
Deputy Chief Financia Officer, at (703) 358-2469.

Attachment
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FY 2002 YEAR-END INSTRUCTIONS
INTRODUCTION AND OVERVIEW OF RESPONSIBILITIES

This document providesthe U.S. Fish and Wildife Service's guiddines and indructions for dosing FY
2002 and for reporting on Service assetsin the FY 2002 Annud Financid Report. The indructions are
organized into two sections, Section 1 for funds control and financia transactions and Section 2 for
reporting on assets held by the Service and program performance:;

Section 1 contains guidelines for funds control and financia transaction processing up to September 30,
2002. Theresponghility for funds control and transaction processing is assgned primarily at the Regiond
levd. Regions are responsible for ensuring that obligations are consstent with the purpose of
gppropriations and limited to the amounts alocated at the appropriate budget activity levd. Managersand
individuas who oversee and initiate financid activities are reponsible for ensuring that al obligations and
al subsequent financid transactions are properly recorded with correct accounting codes. With respect
to obligations, the Service has a multitude of appropriated and other receipt-type funding authorities. The
available obligation period for these accounts varies, rangingfromno-year permanent availability to 2-year
authority. By law, 31 U.S.C. 81501, the Serviceisrequired to accurately record FY 2002 obligations
in al Service appropriations and accounts, regardless of their period of availability. In other words,
obligations incurred during FY 2002 are required to be recorded, even in those accounts with no-year
funding authority .

Thisyear, renewed emphasiswill be givento monitoring the ddivery status of obligated orders and accruing
expenses for goods and services that have been received but not yet scheduled for payment. Inaddition,
adl outstanding UD Osneed to be reviewed to determine whether the obligated amounts should be modified
or canceled.

Section 2 outlinesthe informationrequirementsfor the Service' sAnnua Financid Report which includes
Service financdd statements, related financid information, and descriptive information on Service assets.
It dso incdudes information on program performance and provides an assessment of the Service's
management of assets. This report undergoes a rigorous annual audit conducted by KPMG, LLP, an
independent public accounting firm.  In order to successfully complete the Annua Financid Report,
Regiond and Washington Office organizations are required to provideinformationrelaing to sewardship
assets, Service red and persona property, environmental cleanup ligbilities, and deferred maintenance.
Particular attention needs to be given to the reporting requirements and review processes for real and
persona property because they are mgor components of the financia statements. Thereis a substantia
workload involved in reviewing construction work-in-progress expenditures and recording capitaization
and depreciation. Therefore, itisimperativefor Regiond and Washington Office organi zationsto complete
thelr assgned reviews within the established timeframes. The Department has established an aggressive
reporting schedule whichmeans that delays in submitting required informationor completing processes will

1
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have an adverse impact on the Service' s preparation of the Annua Financial Statements and the ensuing

audit.

A successful closeout requires coordination and cooperation.  Therefore, coordination and cooperation
is expected among field organizations, Regiond Offices, Washington Office program gaffs, the Divison
of Financid Management (Denver and Washington Offices), Divisonof Budget and the National Business
Center’s Fisca Services Unit (NBC).

If you have questions about year-end requirements or procedures, please contact the following officids:

S Procurement r elated questions should bedirected to Regiona Contractingand Facilities
Management officids.

S Financial management questions should be directed to Regiond Budget and Finance
offidas.

S Regiond Budget and Finance officids can obtain supplementary information on particular
topics from the following individuds

S

Tom Angus (703) 358-1742, extenson 5489, for rea property/construction
work-in-progress reconciliation

Bob Ashworth (703) 358-1728 for procurement issues concerning the IDEAS
system and persond property reconciliation

Deborah Dennis (303) 969-5870 for Nationa Business Center transactions

Mike Honnick (303) 984-6817 for reimbursable agreements, hillings and
collections

Chris Jensen (703) 358-1742, extenson 5419, undelivered orders (UDOs) and
accrud entries

Matt Chabak (703) 358-1742, extens on5418, for fund status/control issues, and
Cost Allocation Method (CAM)

Dde Petersen (303) 984-6844, FFS payroll interface and payroll accrua entries,
financid report distribution
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S Barbara Ritter (202) 208-4596, dlotment and alocation of budget authority,
assgnment of budget subactivities

S Pam Matthes (703) 358-1742, extension 5417 for stewardship reporting

Updates - These indructions may be updated and amended upon receiving additional guidance from
externd entities, such as the Department, Treasury or OMB. The Division of Financid Management will

issue any updates as amendments.

Reference Tablefor Important Closing | ssues and Related Due Dates

Control of Funds

Section Paragraph Issue Important Due Dates (See Narrative Sections for Details)
1 Funds Control and Fiscal |ssues
A. Allotments, Allocations, and the Last week in August and fourth week in September (8/30 &

9/24)

Undelivered Orders

B. Expiration and Closing of Funding Last week in September (9/30)

Accounts
C. Y ear-end Financial Reporting Once every week in September (9/4, 9/11, 9/18, 9/25 & 9/27)
D. Accruing Expenditures Last week in August and last week in September (8/30 & 9/30)
E. Determining the Validity of Existing Last week in August and third and fourth weeks in September

(8/30, 9/21 & 9/27)

Payments, Accruas and Advances

F. Reimbursable Agreements Last week in September (9/30)
G. Project Code Reviews Last week in August (8/30)
H. Grants Obligations/Deobligations, Last week in September (9/30)

1. Travel Voucher Processing

Fourth week in September (9/25)

and Program Performance

J. Employee Payroll Costs First week in September (9/4)
K. IPAC Billings Third and fourth weeks in September (9/20 & 9/27)
L. Imprest Funds First week in September (9/6)
M. Collections Third and fourth weeks in September (9/20 & 9/27)
N. Proceeds from the Sales of Motor First week in September (9/3)
Vehicles
2. Reporting on Stewardship Assets
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Reference Table for Important Closing I ssues and Related Due Dates

Equipment Assets Report

Section Paragraph Issue Important Due Dates (See Narrative Sections for Details)
A. Final Environmental Cleanup and October 15
Contingent Liability Estimates
B. Final Siezed/Forfeited Property October 15
Report
C. Final Stewardship Land Report October 15
D. Final Stewardship Assets Reports October 15
(year-end information on museum
collections and other cultural
resources)
E. Final Rec Fee Demonstration Report October 15
F. Final Payment to Counties Report October 15
G. Final Stewardship Investmentsin October 15
Non-Federal Property Reports
H. Fina Deferred Maintenance October 15
Estimates
l. Final GPRA Performance Reports October 15
J. Complete Construction Work-in- Final reconciliation 10/4, based on RPI data provided to DFM
Progress Reconciliations
K. Final Real Property and Capitalized RPI due 9/16; CERs due 9/13
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FY 2002 YEAR-END INSTRUCTIONS
SecTION 1 -FunDs CoNTROL AND FINANCIAL TRANSACTION PROCESSING

A. Allotments, Allocations, and Control of Funds

Allotmentsand dlocations are utilized by the Servicetolegdly define available budgetary resources
and at the same time egtablish funding controls within the FFS accounting systlem. In dosing the
fiscd year, it is imperdive for the Service's officid accounting records to accurately reflect
appropriated and earned levels of budgetary resources. Towardsthisend, the Divison of Budget
hasprovided the fallowing schedul e for updeating the Service' sbudgetary dlotmentsand dlocations:

DATE YEAR-END CLOSING EVENT
8/30 Allotments signed and faxed to Division of Financial Management/Denver Operations
8/30 Budget Allocation System (BAS) upload file is forwarded to Division of Financial

Management/Denver Operations

8/30 Allocation corrections for rejected BAS transactions are completed and cleared from FFS
SUSF table

9/20 Allotments signed and faxed to Division of Financial Management/Denver Operations

9/24 BAS upload file is forwarded to Division of Financia Management/Denver Operations

9/24 Allocation corrections for rejected BAS transactions are completed and cleared from FFS
SUSF table

The overdl responghility for funds control isassigned primarily at the Regiond level. Within these
respongbilities, Regions are responsible for ensuring that funds are used in accordance with their
appropriated or authorized purposes; and Regions are to ensure that obligations do not exceed
their respective budget alocations at the appropriate budget activity level. Managers and
individuals who oversee and initiate financid activity are reponsible for ensuring that dl obligations
are properly recorded with correct accounting coding.

B. The Expiration and Closing of Funding Accounts

Inaccordance with Federal Accounting Standards, the Service must properly process and record
obligations and expenditures incurred during FY 2002. This applies to all funding accounts,
regardless of whether they are appropriated or are collected asrecei pts, and regardless of whether
they are gppropriated for 2 years or are available until fully expended. The FFS system will be
open through September 30, 2002, to record legd obligations and expenditures. The general
cut-off date and time for obligations and expenditureswill be 8 p.m. MDT on Monday,
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September 30.

Some transfer accounts have specia administrative cut-off dates which are necessary to fadilitaie
returning unobligated funds to the parent agency prior to September 30, 2002. These accounts
and their cut-off dates and times are listed below.

Federal Aid - Highways, 14-69X8083(6) - cut-off is August 15

Ifthere are any problems or delays in processing transactions prior to the establishedcut-
off deadline, or ganizations should immediately transmit transaction documentation totheir
Regional Budget and Finance officesfor processing.

This year, the following funding account(s) will expire, meaning that al obligations chargeable to
these accounts need be recorded by the established cut-off date and time. Asof October 1, 2002,
these gppropriations will no longer be available for new obligations.

FY 2001/2002 Resource Management Appropriation, 141/21611
FY 1996/2002 Refuge Entrance and Use Fees, 14 6/2 5252

Regarding the closing of appropriations, they are required to be closed 5 years after expiration.
Thisyear-end the Servicewill close the FY 1996/1997 Resource Management Appropriation, at
which point any remaining unobligated baances from the FY 1996 account will be forwarded to

Treasury.
DATE YEAR-END CLOSING EVENT
9/30/2002 Transaction Cut-Off Date for FY 2002 obligations and expenditures
9/30/2002 FY 2001/2002 Resource Management Appropriation expires
9/30/2002 FY 2002 officidly ends

C. Year-end Financial Reporting

In order to providetimdy financid informationat year-end, the Divison of Financid Management
will provide financid reports on an interim basis. The production of these reports will occur on
Wednesday, September 4, September 11, September 18, September 25, and Friday, September
27. The reports will be posed on the following morning to the Divison of Fnancid
Management/Denver Operations's internet Ste (hitp:/fcfwsgov) for report distribution. The
following reports are scheduled for interim production:
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Appropriation Funds Status Report - National  (FWS62002)
Appropriation Funds Status Report - Regiond  (FWS62001)

CAM Direct Charges Exception Report (FWS73001)

CAM Summary Report (FWS73201)

Estimated Assessment Income - Regional Offices  (FWS91401)
Federd Express Report (from Divison of Financid Management)
Nations Bank Subsidiary to OOTR (FWS19001)

Nations Bank Adjustment Subsidiary to OOTR (FWS19101)
Nations Bank Invoice Transaction Report  (FWS19701)

Office Collection Transaction Report  (FWS32401)

Office Management Report  (FWS33001)

Office Management Report - PYRM  (FW$43001)

Office Obligation Transaction Report  (FWS32001)

Outstanding Unddlivered Orders Report (FWS32101)
Over-obligated Contributed Funds Report - Regiond  (FWS63701)
Over-obligated Contributed Funds Report - Summary  (FWS63702)
Over-obligated Projects Report  (FWS31601)

Over-obligated Sub-projects Report  (FWS31603)

Over-obligated Sub-projects Report - Summary  (FWS31604)
Over-Obligated Projects Report - Summary (FWS31602)

Project Obligation Transaction Report  (FWS31801)

Regiona Contributed Funds Status Report  (FWS63701)

Regiona Reimbursable Project Status Report  (FWS63101)
Regiona Reimbursable Sub-project Status Report  (FWS63201)
Regiona Subactivity Management Report - PYRM  (FWS43101)
Regiona Subactivity Management Report  (FWS33101)
Rehabilitation and Construction Project Detail Report  (FWS33501)
Rehabilitation and Congtruction Project Summary Report  (FWS33502)
Reimbursable Agreement Carryover Report  (FWS63401)

Selected Projects Summary Report  (FWS31701)

D. Accruing Expenditures

It violates appropriationlawto reserve FY 2002 funding for goods and servicesthat are scheduled
for order and ddlivery in FY 2003. Accruas are not to be used to accomplish such reservations
of funds. For example, if youwant to purchase goods or servicesinthe next fiscd year, but know
that youwon't be able to order or receive them before the end of thisfisca year, do not obligate
esimated charges in FFS. In this first example, neither an obligation nor an accrud should be
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entered into FFS. If, however, you can order and receive goods within thisfisca year, or if you
higtoricaly have received goods and services at the very end of every month or at the end of
September every year, please obligate chargesin FFS prior to the close of thefisca year. Inthis
latter example, transactions to properly record in FFS goods and servicesthat arereceived inthis
fiscal year but will be paid for next fiscal year are accrud transactions, whichare discussed inthis
section. However, goods and services that have been ordered from a vendor thisfiscd year, but
have not yet been received as of the end of the fiscal year, are considered undelivered orders
(UDO) transactions, which are discussed in Section E.

Accrued expenditures are defined as charges incurred for goods or services that have been
received by the end of the fiscdl year, but not scheduled for payment until the next fiscal year. To
ensurethat dl vaid FY 2002 expenses are recorded in FFS and reflected in year-end financid
Satements, an accrual must be established. There are only two exceptions. Expensesfor
reimbur sable activitiesand PCStravel are not to be accr ued.

Detailed supporting documentation for dl accruas (induding a brief description to identify the
source of the accrud) must be maintained for audit purposes and must support the amount of the
accrua by document control number. Examples of acceptable documentation for accruas are
defined in guidance provided by the Regiond Budget and Finance Offices. Throughout September,
please monitor the FWS 32001 Office Obligations Transactions Report to identify payments for
goods and services for which balances have been accrued. When such payments occur, the
respective accruas should be adjusted as appropriate.

Therearetwo types of accrual transactions available — YA accruds and YR accruas. YA accruds
are automaticaly sdf-reverang (if the reversal date is keyed), meaning they are systematicaly
deobligated in FFS. YR accruds do not automatically reverse and areference must be established
50 that the charges accrued can be tied to future payments or a modification must be processed
manudly to FFS. After you determine whichtype of accrual is necessary, by determining whether
it meets one of the two conditions described below, you will need to match your accrud Stuation
with the proper form, which follows this discusson. Remenber, accruas are used to properly
record Situations where goods and services are received at or beforethe end of the current fiscal
year, but associated payments will not be scheduled until the next fiscal year. This includes
gtuations where payments cannot be scheduled because the goods and servicesareaccepted after
FFS cut-off date in September 2002.

Whether an accrual transactionisenteredinto FFSas a YA or YR depends on whenthe payment
will be approved and processed.
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Condition 1 - If the payment is certain to be processed in FFS prior to October 31, 2002, aYA
accrua will berequired. Inthiscase, theaccrua can beautomatically reversed becauseitiscertain
that the actua payment transactionwill be entered in FFS prior to month-end closing for October
2002. Examples include expenses for GSA Motor Pool, Telephone, and Fedstrip. The YA
accrua may also be used to record unobligated expenses that have been incurred for goods or
service received before the end of the fisca year that will be processed for payment prior to
October 31.

Condition 2 - If the payment will be processed after October 31, 2002, or if the payment date is
unknown, aY R accrua will be required. Inthis case, the accrua cannot be automaticaly reversed
because the date that the payment transaction will be entered in FFS will occur after October
month-end closing. This accrud will reference the unddivered order when it is entered into FFS
(REF ORDER TRANS CODE/NUMBER). Examples include purchase orders, cooperative
agreements, and goods received fromthe Office of Aircraft Services. Althoughthe YR isintended
for obligated expenses, it may a so be used to record unobligated expensesthat have beenincurred
for goods or services received before the end of the fisca year, but that won't be approved and
processed for payment until after October 31; however, they will require specia handing by the
Divison of Financid Management/Denver Operations and NBC and its use will require a
judtificationand explicit support documentation. Inmost cases, grant payments need to be accrued
as YR accruds. For specific guidance, please refer to Section H. on Grants.

The two types of accruas and the applicable conditions and Stuations determining which type of
accrua transaction should be used are described below. Both types of accrual transaction
require the use of specific vendor codes. Past practicesof usng generic vendor codesfor
accruals was discontinued due to the need for more precisereporting.

It isaso essentid that accruds relating to equipment, land and structures include the appropriate
object classcodereflectingwhether the itemis capitalized or non-capitalized property. Capitalized
items are recorded as assets rather than expenses on the Service's financia statements. A
capitaized item has an estimated ussful life of 2 or more years, and an acquisition cost above a
certain dollar threshold. In the case of equipment (object class 31X X), the Service sthreshold is
$25,000; for land and structures (object class 32X X) our threshold is $50,000. Please notethat
if atransaction is part of alarger project/purchase (e.g., windows purchased for a building under
congtruction), the cost of the overal project should be used whendetermining if the itemshould be
capitaized.

YA Accrual Transactions - Formsto Use
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Situation Designated Exhibit To Use

Travel Exhibit 1 - YA
Bank of America Credit Card
GSA Motor Pool

GSA Telephone

GSA Fedstrip

Utilities

BPA

Cash Awards Exhibit 1a- YA for payroll
Lump Sum Leave Payments
Payroll Accrua Costing Adjustments

Other Ingtructions for YA Accruas

To properly set the YA accrua in FFS, you must set areversa date, whichwill cause the accrual
toreverseautomdicaly at the end of October 2002. You must enter “ 01 2003” inthe “reversal
fidd” located in the header data entry screen, which sets the accrual to reverse automaticaly on
October 31, 2002. Theentry, 01 2003, refersto thefirst accounting period of Fiscal Y ear 2003.
Regional FFS Coordinators need to monitor RVJV table in FFSto ensurethat correct
reversal periodsare entered.

Cash Awards - When you establish a YA accrua for cash awards and other payroll related
transactions, youmust include the benefits and additivesinbudget object class12* * inadditionto
the salary expense in budget object class 11**. Including the correct salary and benefit amounts
in the appropriate object classes is very important.

Bank of America Credit Card - The last day for using credit cards for non-emergency
procurement will be September 27, 2002. The fina Bank of Americahillingfile of FY 2002 will
be posted September 24 to the FFS CARD tables. The last day to make adjusmentsinEAGLS
is Tuesday, September 24™. Any adjustments received from EAGL S will be processed into the
CARD table though Thursday, September 26™. Any adjustment madeto EAGL Shut not reflected
in CARD by Friday, September 27", will need to be made to the CARD table manualy. Each
Region needs to review and confirm that credit card charges being accrued are not reflected on
the FW S 32001 OfficeObligation TransactionReport dated September 25th. These accruals must
use the Bank of America vendor code, 3001798094E, except when the charge is to another
Federal agency. When the vendor isanother Federa agency, use the agency’ svendor code. All
credit card accrualsmustincor por ate cor r ect budget obj ect classcodesthat are consistent
with theitemspurchased. Credit card adjustments can be entered into FFS through the FFS
cut-off date in September.

10
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Federal Express - Do not accrue expenses for Federal Express. These are going to be
processed centrally by the Divison of Financia Management during the last week in September.

Payrall accruas discussed in Section 1.J, Employee Payroll Costs
YR Accrual Transactions - Formsto Use - YR accruas do not automaticaly reverseand must

be referenced to future payments. Accruas can be monitored by using FFS reports detailing
outstanding accruals.

Situation Designated Exhibit To Use

Purchases from other federal agencies Exhibit 2 - YR
Contracts

Other Ingtructions for YR accruas

WhenegtablishingaY R accrual for anobligated expensethat isexpected to be invoiced and paid
after October 1, the YR mustincludethe referenceto the undelivered order or obligation. To do
this, enter the document control number in the Reference Order ID Number (REF ORDER
TRANS CODE/NUMBER) on the YR transaction screens and on the YR Exhibit 2. Accrudl
amounts can be based on reasonable estimates of the services or goods ddlivered. Thisis
particularly the case when it is not feasible to contact vendors.

Remember, accruas are estimated amounts. If the invoiceislessthan theaccrua and the payment
ismarked find in FFS, the UDO ishot set back up and the UDO may be short of money whenthe
remaning invoices comein. The field needs to pass a modificationagaing the accrua and thendo
the referencing payment. The only exception would beif theinvoiceisthefind invoicethat will be
received againg that contract.

There may be specia circumstances under which a YR accrud may be established for an
unobligated expense, for whichgoods and services have beenreceived, that will be invoiced and
paid after October 31, 2002. These expenseswill not have aReference Order ID Number onthe
YR transaction screens or on the YR Exhibit 2 as they were either never obligated in FFS or do
not referenceto anunddiveredorder. Either or both the Divison of Financial Management/Denver
Operations and the NBC will contact you to ask for an explanation of the use of the YR and
supporting documentation in this case to determine how to properly process the transaction.

Documentation - YR accrual transactions, because they are referencing, require careful

11
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documentation. Y R accruasfor Government vendorsaretransmitted tothe NBC by the Service' s
Divisonof Financid Management/Denver Operations so that intergovernmenta payments canbe
madethrough the IPAC system. Y R accrudsfor public vendors should beretained by the entering
organization, dong withany supporting documentation, so that reconciliationwithFFSispossible.

GSA motor vehicle payments that have been accrued with a YR accrua transaction referencing
a UDO require specid attention from the NBC. These payments will not be processed
successfully using the FedStrip interface and will consequently have to be reconciled with YR
transactions.

Please note that in Situations where documentation is required from the payee (e.g., a land
gopraisa) as a condition of recaiving payment, the ligbility should not be accrued until al
documentation required for payment is received. Inthis case, if the required documentationis not
complete as of year-end, a YR accrua should not be established.

For those goods and servicesreceived prior to year-end, but for which recelving reports or other
forma documentation of acceptance were not prepared urtil after fiscd year-end, it is Service
policy that dl items are assumed to be received and accepted as of the date of the recalving report,
unless there is specific knowledge that the acceptance processeswere unnecessarily delayed. I
the date of the receiving report fdls prior to September 30, a' YR accrud should be established.
If the date of the receiving report falsinto the next fiscd year, the transaction should reman an
undelivered order. In cases where the acceptance processes were not performed in areasonable
period of time, theitems should generally be assumed to be accepted within 7 business days of
receipt of the goods or services for purposes of determining if accruals are necessary. However,
if alonger acceptance period is specified inacontract, acceptance date will be asindicated in the
contract. In these cases, no accrud is necessary if the acceptance date isin the next fiscal year.

E. Determining the Validity of Existing Undelivered Orders

For financid reporting purposes, the accurate delivery status of orders for goods or services mugt

be reflected in FFS as of September 30, 2002. Financid statements need to accurately reflect

amounts for goods and services.

. that have been received but not yet scheduled for payment as of the end of the fisca year
(accruas), which are discussed in the previous section; and

. for which ddivery or performance has not yet occurred (undelivered orders -- UDOs),
discussed in this section.

However, there are conditions under which it may not aways be clear whether the goods or

12
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services were actudly received before the close of the fiscal year. Organizations need to review
thelir Outstanding UDO Reports (FW32101) to determine whether work has been performed or
goods received but not yet billed. In particular, construction contracts, maintenance agreements,
and other types of contractua agreements should be andyzed.

As discussed inthe previous section, it is Service policy that al items are assumed to be received
and accepted as of the date of the recaiving report unless there is specific knowledge that the
acceptance processes were unnecessarily delayed. If the date of the receiving report fals prior to
September 30, aY R accrua should be established. If the date of the recaiving report falsinto the
next fiscd year, the transaction should remain an undelivered order and no accrual is necessary
(refer to exception in previous section).

For a variety of reasons, UDO amounts recorded in the accounting system may no longer be
correct as of fisca year-end. Individua organizations need to conduct comprehensive reviews of
their outstanding U D Osand make any necessary adjustments. Theyear-end review isan extenson
of therequiredquarterly r eview pr ocess whichwas established by apolicy memorandumsigned
by the Director.

The year-end review must utilize the August month-end FWS32101 OUO Report. Then, the
interimreports, dated in mid-September, should be reviewed to identify additional U D Osthat need
to be adjusted, and dsotovdidatethat previoudy identified UDO adjustmentswere accomplished.

Reviewed reports should be annotated with the initials of the person conducting the
review and the date the review was completed. Explanations and any additional
documentation for each of the adjustments should be attached to the reports. These
reports need to beretained by each Regional Office for the period covering the audit of
thefinancial statements. Finally, each Regional Director and Assistant Director must
certify that the organizations under their control reviewed their undelivered order
balances and that to the best of their knowledge, these balances are valid. The
certification isto be completedusing Exhibit 3 and must be submitted to the Director by
September 27, 2002.

Determining When to Reduce or Cancel aUDO - Examplesof stuaions whereaUDO should be
reduced or canceled include:

. dl goods or servicesfor whichthe UDO was established have beenreceived and paid for;
. based on management’ s andysisthereis no reasonable chance for future ligbilities (eg.,
contracts where work is completed and additiona costs are not expected); and
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. the basis for the origind obligation no longer exigts (e.g., land purchases contingent on
zoning changes that were subsequently denied).

Deobligations of contracts and purchase orders need to be coordinated closely with responsible
warranted contracting officers to ensure that cancellations or adjustments result in corresponding
amendments and modifications to the procurement documents. Similarly, reductions or
cancdlations to inter-governmenta undelivered orders needs to be coordinated with the NBC.
Copies of the annotated unddivered orders reports detailing the reductions or cancellations must
be forwarded to the Divison of Financid Management/Denver Operations, which will forward
them to NBC.

Determining When Not to Reduce or Cancel aUDO - If, based on management’ s assessment of
the status of a UDO, there is a reasonable chance that additiond ligbilities will be incurred, the
UDO should not be canceled. For example, if the fina invoice of a contract is in dispute and is
being contested and there is a reasonable chance that the additiona amounts may be owed to the
vendor, maintain the obligation until the dispute has been resolved.

Specia Attention for UDOs for PCS Moves - Please note that UDOs relaing to permanent
change of gtation (PCS) moves should be reviewed carefully to determine whether obligations
relating to specific agpects of the move are ill vaid. For example, if aredocating employee has
completed temporary quarters and has received appropriate reimbursement, any amounts
remaning in budget object class (BOC) 1212 should be de-obligated. The Regiond PCS
Coordinator is to be contacted for de-obligations. The amounts remaining in BOC 1212 cannot
be retained to cover potentia shortfals in amounts obligated for other aspects of the move.

DATE YEAR-END CLOSING EVENT

9/27 Completion of fourth quarter, year-end review of undelivered orders, cancellation or adjustment of
invalid orders, and submission of Exhibit 3

F. Reimbursable Agreements
The Service conducts rembursable activity in the following accounts:

. FY 2002/3 Resource Management Appropriation: 19XX subactivities
[includes Law Enforcement fees in subactivity in 1944, 1945 and Endangered Species
permitting fees 1948]

. No-Y ear Resource Management: 4371 and 4372 subactivities

. Congtruction Appropriation: 2696, 2697, and 2698 subactivities
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. Land Acquisition Appropriation: 8471, 8472, 8473, 8474 and 8912 subactivities

Closng of Reimbursable Agreements

Reimbursable work activities mugt be covered by a sgned reimbursable agreement and cannot be
in an over-obligated datus at the fiscd year-end close. Consequently, the Division of Financid
Management/Denver Operations will clear any obligated balance fromprojectsnot covered by a
sgned agreement.  In addition, over-obligated balances will be redigtributed from reimbursable
projects to aternative fund sources during the last week of thefiscd year. The Regiond Budget
and Finance Offices are responsible for providing the aternative cost structures for these
redigtributions.

Reduction of Reimbursable Budget Authority & Y ear-end

The budget authority associ ated withreimbursable agreementsisreduced at year-end to maichthe
reimbursable obligations. Thisis done to prevent the distortion of reported budget authority and
carryover balances. The Servicehasmadegresat progressin reducing distorted carryover balances
caused by the daosing of rembursable agreements. To continue the improvement in thisarena, a
new financid management report, Rembursable Agreement Carryover Report (FWS63401) was
entered into production in June 2001 to asss Regiond and Dividon of Financid
Management/Denver Operations staff in evauating and reducing the budget authority for
reimbursable agreements that exceed the leve of obligations.

The reduction of reimbursable budget authority is done for budgetary and financid statement
reporting purposes. As such, the reduced amounts of budget authority will be restored to ther
respective agreements upon theinitiation of FY 2003 business,

Resarvation of Project Numbers for FY 2003 Agreements

To reserve remburssble project numbers in FY 2003 for current FY 2002 projects, please
prepare a memorandum indicating those project assgnments that will be needed for FY 2003
reimbursable activities. The memorandum should beforwarded no later than Tuesday, August 27,
2002, to the attention of the Cost Accounting Section a the Divison of Fnancid
Management/Denver Operations.

Accruing Expenses for Reimbursable Agreements

Accruas on reimbursable activities cannot be billed to reimbursable cusomers. Ther efore, do

15



Business Management and Operations July 19, 2002
Division of Financial Management

not accr ue expensesat year -end for rembur sable activities (except for sub-project 1944).
Also, do not obligate payroll expensesin lieu of accruds.

FY 2003 Implementation of the “90-Day Rule’

Of gpecid importance to those offidds currently negotiating agreements for FY 2003 is the
continued impact of the “ 90-Day Rule’. Officidsneed to be aware of thisnew policy in negotiating
thetermsof the agreement. In January 2001, the Serviceissued an updated policy on reimbursable
agreements. Within this document, procedures were established to ensure that the Service does
not incur a significant amount of reimbursable obligations that cannot be recovered. Beginning in
FY 2002, any agreement that is not findized at the Divison of Financid Management/Denver
Operations within ninety (90) days of the first obligation will be restricted to stop dl future
gpending againg the project. If a project is to continue, obligations must be shifted to a legdly
avalable direct funding source. Regiond Budget and Finance offices do not have the authority to
override this restriction. Therefore, overrides are prohibited on restricted projects. Exceptions
to the“90-Day Rule” will only be granted by the Chief Financid Officer, the Assistant Director -
Business Management and Operations.

The Division of Financid Management/Denver Operations may not notify your office when a
project is restricted, so Regiona Budget and Finance offices should begin monitoring projects
within their Region using the EST Reimbursable Agreements By Age Report (FWS31401).

If an additiond ninety (90) days passes and there is gill no finaized agreement in place at the
Divisonof Financid Management/Denver Operations, al obligationswill be automaticaly charged
back to the primary funding source previoudy identified for the project. Please note that if this
action occurs, it will be the responshility of the Region to redistribute costs back to the
reimbursable project oncefindized and chargeswill no longer be correctly identified in the OARC

and CARD tables.
DATE YEAR-END CLOSING EVENT
8/27 Reimbursable project reservation memorandum due to Division of Financial Management/Denver
Operations

G. Project Code Reviews
Project codesare used to track the financid activity of particular activities. Regiona and program

organizations mud review ther FY 2002 project codes and determine whichproject codeswill be
discontinued for FY 2003,
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A comprehensive project code inventory will be distributed to each Regiona Budget and Finance
Officer by July 17, 2002, to facilitate this exercise. A marked-up copy of this project inventory
must be completed to communicate which project codes can be deactivated at the close of FY
2002. The inventory must be submitted to the Divison of Financid Management/Denver
Operations by August 27, 2002. Questions regarding this exercise should be directed to your
Regiond Budget and Finance Officer.

DATE YEAR-END CLOSING EVENT

8/27 Project rollover information due to the Division of Financial Management/Denver Operations

H. Grants ObligationgDeobligations, Payments, Accrualsand Advances

Reviewing Vdidity of Grant Obligations Although the Service s grant programs differ asto type
of recipient, payment distribution methods, and timing of payments, al need to be reviewed to

determine the datus of thar obligations at year-end. All grants that remain open past thar

expiration date should bereviewed to determine if the obligation amount is dill vaid. Grantsare
oftenhdd open until the grantee submitsa Financid Status Report, SF-269, whichis generdly due

within 90 days after the end of the grant period. Whenthe 90-day period is exceeded, the UDO

amount should be de-obligated even if the SF-269 has not been received, unless there is a
reasonable chance that additiona paymentswill be made againgt the grant.

Accruas of Grantee Clams for Reimbursement. Grant programs that do not use the Federal Aid
InformationManagement System(FAIMS) to processgrant paymentswill need to accrue amounts
clamed by grant recipients for costs incurred that are received after the FFS cut-off date but
before fisca year-end. These clams should be entered as YR accruas. For Federd Aid grants
and other grantsthat areprocessedthroughFAIM S, accruas will be prepared centraly by Denver
Operations based on information contained in FAIMS,

Accruds of Unbilled Grantee Expenses. Recently issued Federd financia management standards
require agencies to accrue unpaid amounts due to Federa grantees for incurred costs that they
have not yet daimed. The Divison of Financid Management will accrue amounts for these
gtuations based on a high level analysis of recipient spending for various types of grants.

Grantee Requests for Advances. Grantee requests for advances received after the FFS cut-off
date but before fiscal year-end do not need to be accrued. They will be processed after FFS is
re-opened for norma operations in early October 2002.

Y ear-end Requirements for Federal Aid Program.
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FAIMSFES Interface. Norma FAIMSFFS interface operations will be ineffect on the cut-off
date September 30, 2002. The interfacefile mugt be ddivered fromthe FAIMS MD2 magter Site
to the NBC by 12 (noon) MDT October 1, 2002. No other FAIMS files will be processed until

after the 12" month close.
DATE YEAR-END CLOSING EVENT
9/30 Cut-off for Federal Aid grant drawdowns
10/1 Federal Aid grant obligation/deobligation information and HHS PM S payment information

submitted to FAIMS MD2 site by 3 p.m.

10/1 FAIMS MD?2 site forwards consolidated obligation/deobligation and HHS PMS payment
information to Division of Financial Management/Denver Operations by 7 p.m.

10/2 NBC coordinates corrections of rejected transactions from finad FAIMSFFS interface file with
designated Federal Aid points of contact.

|. Travel Voucher Processing

All travel vouchers must be submitted to and received by the NBC by September 20. Expenses
for officid travel that cannot be submitted by this cut-off date must be accrued. Refer to Section
D for guidance on preparing accruds for travel expenses.

DATE YEAR-END CLOSING EVENT

9/20

Travel voucher for FY 2002 due to NBC.

J. Employee Payroll Costs

Payroll accruadsare YA accruas. The Divison of Financid Management/Denver Operdionsis
planning to prepare and enter accruasfor pay costsfor pay period 20. Successful preparation and
entry of these accruds depends onthe Department of the Treasury’s activity and thetimely arriva
of the FPPS system’ s payroll interface files.

The Divisonof Financid Management/Denver Operationswill prepareapr oj ectedpayroll accrual
based on 160 percent of pay period 19 cods. It isanticipated that this accrua of pay period 19

would cover dl of the projected costs for pay period 20 and that portion of pay period 21 in
September 2002.

Payroll Variances Caused By Overtime, Promotions, New Hires and Terminations
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Overtime, promations and new hireswill causeincreasesin pay costs that may not be reflected in
the Divison of Financid Management/Denver Operations s accruas. Similarly, terminations of
employment will cause decreases that will not be reflected in the pay costs accrued by the Divison
of Financid Management/Denver Operations. In these cases when there are variancesto the pay
costs accrued by the Divisonof Financid Management/Denver Operations, Regiond and program
organizations must prepare and enter a Y A accrud.

Dueto the complexity of accruing cash awards, all cash awar ds should be processed by
September 2, 2002. If a cash award cannot be processed by this date, the issuance of
cash awar ds should be deferred until FY 2003.

The following conditions define when an accrual is necessary for cash awards and mugt be
prepared by Regiona and program organizations and are YA accruds.

Condition1- Cash awards approved by a sarvicing Divison of Human Resourcesiis entered
into FPPS after the firg week in September 2002, but before September 30,
2002;

Condition2-  The Divisonof Financia M anagement/Denver Operations accrues pr oj ected pay
costs for pay period 20 based on 160 percent of pay period 19; and

Condition 3- Any variance to pay costs in the form of increases or decreases between the
accrued payroll and the actua payroll cogts.

The following conditions define when an accrual isnot necessary:

Condition4 - Cashawards approved by asarvicing Divison of Human Resources and entered
into FPPS by the firg week in September 2002, will be paid by pay period 19
with aFY 2002 pay date;

Payrall Payments for Reimbursable Activities

Payroll cogts for rembursable subactivitieswill not be accrued due to problems caused by hilling
customers for accrued payroll costs. This gppliesto al reimbursable subactivities:

. FY 2002/3 Resource Management Appropriation: 19XX subactivities

[includes Law Enforcement fees in subactivity in 1944, 1945, and Endangered Species
permitting fees 1948]
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. No-Y ear Resource Management: 4371 and 4372 subactivities
. Congtruction Appropriation: 2696, 2697, and 2698 subactivities
. Land Acquisition Appropriation: 8471, 8472, 8473, 8474 and 8912 subactivities

Do not submit an accrud for these codts.

DATE YEAR-END CLOSING EVENT

9/2 Cut-off date for year-end FY 2002 personnel actions. Accruas (YEAS) should be submitted for
those actions approved after 9/6/2002 but before 9/30/2002 that will increase FY 2002 labor costs.

K. IPAC Billings

Regular processing of obligated inter-agency hillings will be processed via IPAC by the NBC
through the FFS cut-off date (September 30th).

Warranted contracting officdas need to communicate to Federa agencies billing the Service that
IPAC hillings mug include the Service's Agency Location Code (14160006), the correct
Document Control Number, and a Service point of contact and point of contact phone number.

As of September 24, inter-agency IPAC hillings that do not reference the Service's Agency
L ocation Code, the correct obligating Document Control Number and Servicepoint of contact will
not be processed (until October 1, 2002).

The NBC will provide a lig of non-referencing billingsto the appropriate Regiond Budget and
Finance offices during the fourth week in September. Regiond Budget and Finance offices will
work to reconcile unprocessed, non-referencing transactions.  Source documents for these
unprocessed transactions mugt be recaeived by the NBC 2 days before the FFS cut-off date in
October.

A YA accrud must be established for any inter-agency 1PAC hills submitted to FWS in the third
week inSeptember, but not previoudy obligated (i.e. motor pool and GSA telephone). Consult
Section D for guidance on preparing accruals.

< NBC Note: Please do not process non-referencing IPAC documents after the third
week in September. Referencing |PAC documents should be processed
through the FFS cut-off date in October 2002. Provide a list of non-
referencing transactions to Regiond Budget and Finance officesthe week
before the FFS cut-off date in October.
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RDE Reminder: Do not process RDE payments for government vendor invoices. These
should be transmitted to the NBC for processing.

DATE YEAR-END CLOSING EVENT

9/24 Cut-off date for NBC processing of non-referencing IPAC payments. YA accruas must be
submitted for those unobligated IPAC bills submitted after 9/20/2002.

9/27 NBC provides list of unprocessed non-referencing transactions to Regional Budget and Finance
offices
9/30 Regiona Budget and Finance offices forward source documents for non-referencing IPAC

transactions to NBC.

L. Imprest Funds

Imprest fund replenishment vouchers should be forwarded to the NBC by September 6, 2002.
Regiond Budget and Finance Officers can authorize and regulate only emergency purchases from

imprest funds after this date. Vouchers for imprest purchases will not be processed after the third
week in September.

Please refer to Section M. for guidance on submitting deposit vouchers for imprest closures.

DATE YEAR-END CLOSING EVENT
9/6 Cut-off for routine imprest fund payments. Only emergency payments after this date.
9/20 Final FY 2002 imprest fund replenishment vouchers due to NBC.

M. Collections

All collections received mugt be forwarded to the Ddlas L ockbox inatimey manner. Do not hold
collections, even if they are received late inthe fisca year. Asagenerd rule, it takesabout 5 days
for a collection to be processed through the lockbox. Therefore, dl collectionsin hand as of the
second week of September should be submitted to the Lockbox. Imprest closure deposit
vouchers must aso be submitted to the Lockbox by the third week in September.

Collections received by the lockbox by September 23, 2002 will be posted as FY 2002 business.
Collections received after that date will be posted as FY 2003 business. In these cases, the
Divisonof Financid Management/Denver Operations will prepare and enter an accrua to ensure
that the collections are properly reflected in the financid statementsand reports. Copiesof ALL
collectiontrangmittals sent to the lockbox after Wednesday, September 18" must befaxed to the
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Cost Accounting Section at 303-969-5745, Attention: Carla Bollinger.

Law Enforcement and Credit Card Collections

Law Enforcement ingpectionand permitting collections and collections fromother Serviceactivities
usng the credit card collection network must reach the Division of Financia Management/Denver
Operations by September 30, 2002.

Credit card collections that are not received by September 30, 2002 need to be accrued. These
accruas must be prepared regardless of the circumstances or the amountsinvolved. I nthese cases,
organizations mug fax a copy of the collection transmitta to the Cost Accounting Sectionat 303-

969-5745.
DATE YEAR-END CLOSING EVENT
9/20 Forward collections and Imprest closure deposit vouchers to Dallas Lockbox.
9/30 Collections and Imprest closure deposit vouchers processed as part of FY 2002 business
9/30 Law enforcement and credit card collections need to be received by Division of Financia
Management/Denver Operations

N. Proceeds From Sales of Motor Vehicles

Proceeds fromsales of used Service vehicles can be utilized to procure like vehicles. Such proceedsthat
are authorized to be applied to future purchases mus be received by the Divison of Financid
Management/Denver Operations by the first week in September 2002. Proceedsreceived after that date
will not be processed and will be forfeited if they are FY 2001 receipts.

DATE YEAR-END CLOSING EVENT

9/3 Proceeds from sales of used motor vehicles must be received by Division of Financial
Management/Denver Operations

Section 2

22



Business Management and Operations July 19, 2002
Division of Financial Management

FY 2002 YEAR-END INSTRUCTIONS
SECTION 2 - INFORMATION FOR THE FY 2002 ANNUAL REPORT

Thisguidance on stewar dship assets and program perfor mance identifies information required to
report on assets held by the Service and program performance that accomplishes Service gods.
Confirming the existence and vaue of Service assets (lands, facilities, and cultura resources), coupled
with asset condition assessments, liabilities estimates and revenues generated, are vita to preparing
financid gatements. Program information isintegra to accurate financia reporting, particularly since
this information must be reconciled with the information recorded in FFS throughout the year. In
response to legidation mandating improved management and program accountability, the Service
provides the public and the Congress with detailed information about financid integrity and about the
condition of stewardship assetsin its Annua Financiad Report. The Service implements new Federd
accounting standards by describing program performance, reporting on financia position, and
providing an assessment of the condition of assets. The Annua Financia Report, which includes
Sarvicefinancid statements, rdated financia information and descriptive information on Service asss,
undergoes an annud audit conducted by an independent public accounting firm on behdf of the Office
of Ingpector Generd. Information in the Annua Financia Report relies on the accuracy of information
compiled or andlyzed during year-end closing processes.

Regiond and Washington Office organizations are required to report on the existence and condition of
sewardship assets, net changes in property held, estimates of future liabilities for environmenta cleanup
of Service facilities and lands, and estimates of deferred maintenance on refuge, fish haichery, and law
enforcement facilities. Particular attention needs to be given to reports on red and persond property as
they are mgjor components of the financial statements and the Report.

The Service must provide detailed information on revenues generated from stewardship assets, such as
the Recresation Fee Demonstration Program and payments to counties. Service programs awarding
grants to State and local governments resulting in the purchase, construction or mgjor renovation of
physica properties owned by State and loca governments must provide information on the dollars
awarded and the purposes of the grant program. Consistent with last year, grants administered by the
Federd Aid and Endangered Species Programs must report on those grants that result in investmentsin
non-Federal properties.

This year, OMB and the Department require the Service to report on a subset of program
accomplishments achieved under each of the Service' s mission and strategic gods identified in the
Annua Performance Plan that accompanied the Service' s budget and was prepared according to the
requirements of the Government Performance and Results Act (GPRA). Theinformation provided in
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the Service' s Annual Financia Report must be consistent with that provided in the Service' s budget
documents and Annua Performance Report, even though reporting cycles and due dates within the
finance and budget cycles differ from one another.

Although the Service isworking to automate and streamline reconciliation processes governing
construction work-in-progress expenditures and recording the capitalization and depreciation of red
and persond property, manua processes ill remain in place which represent substantial workloads.
Facilities managers must report on the origina cost of structures and buildings and the costs of
improvements or additions to structures and buildings. Useful lives are determined centrally and are
tied to maintenance codes recorded and tracked within the Real Property Inventory. Such information
is necessary to apply proper accounting trestments for depreciating and capitaizing property held by
the Service. It isimperative for Regiond and Washington Office organizations to complete their
assigned reviews and reconciliations within the established time frames. The OMB established an
aggressive reporting schedule which means that ddlays in submitting required information or completing
processes will have an adverse impact on the result of the Service' s annud audit.

Thefollowing categories of Program Reports are reported ether on the face of the Primary Financia
Statements or as Footnotes to the financid statements, or as required supplementary stewardship
informeation, required supplementary information, or as other accompanying information in the Service' s
Annua Financid Report. Text in the report is management’ s discussion and andysis (MD&A)! of its
goals, successes, chalenges, and future based on the status of its financid position.

A. Final Environmental Cleanup and Contingent Liability Estimates - Principal Financial
Statements and Footnotes

Environmenta Cleanup Liabilities (ECL) - Principd Financid Statements and Footnote

ECL egtimates are required annualy and are based on program management estimates of
cleanup costs for sites under the jurisdiction of the Service and management’ s evauation of
potentid future liability. These estimates are accrued and are presented as aliability in the
Service s Principd Financid Statements, particularly on the Consolidated Balance Shest.

These estimated liabilities represent clean-up codts to the Service that may result in payment of

Im D&A, as defined in accounting standards, is reported as RSI and should include understandable and
accessi ble information about the reporting entity (the Service) and its operations. In total, the MD& A should
provide the reader with information about the Service's mission and organizational structure, its performance goals
and results, itsfinancial statements, its systems, controls, and legal compliance, and an indication of existing,
currently-known demands, risks, uncertainties, events, conditions and trends.
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substantid monetary claims in the form of wages or contractor payments for the cleaning up or
remediating of contaminated Stes. Exempt from this estimate are operations and maintenance
funds expended annudly. Estimating ECLs requires Site-specific andlysis of contaminated or
hazardous materids Stes and consideration of al Stesin the aggregate. The accounting
treatments for these estimates are guided by Statements of Federd Financiad Accounting
Standards. Accruds are made centrdly by the Service s Division of Financid
Management/Denver Operations based on estimates received from program management. The
correct amount of environmenta liabilities accrued in the financid statements must represent
those costs that are estimable and only that portion of the total cleanup costs for the Ste that are
probable to be paid by the Service.

Information to support the Service's annua ECL estimate comes from severd Service sources.
By mid-September, the Divison of Financiad Management - Washington Office sends out
edimates from previous fiscd years to the Washington Office Divisions of Engineering, Fish
Hatcheries, Refuges, Redty and Environmental Qudity and asks them to work with their
Regiona and Field Office counterparts to provide updates and other information on the FY
2002 gtatus of individua stes. The Divisons are aso asked to verify that the list represents the
future liability for cleanup and remediation and represents only those costs that are estimable
and includes only those that are probable to be paid by the Service. If cleanup has been
completed during FY 2002 at any particular site previoudy listed as an ECL, that Steis
removed from the list of future liabilities as of September 30, 2002. Further, the Department’s
Office of Financiad Management will request the Departmentd Office of the Salicitor to review
their case files and forward to the Service information regarding environmental cleanup cases
handled by them on behdf of the Service. Any information provided to the Service, usudly to
the attention of the Chief Financia Officer, is sent to the Divison of Engineering to ensure that
information from the Office of the Salicitor has been incorporated into the Service' sfind ECL
esimate. The aggregate estimate for dl Stes administered by the Serviceisdisclosed ina
Footnote to the Financid Statements and presented in the Service' s Principa Financid
Statements, if recognized.

The ECL edimate for FY 2002 is required to be submitted from the Divison of Engineering to
the Divison of Financid Management by October 15, 2002.

Contingent Liahilities Estimeate - Principa Financid Statements and Footnote

Disclosure of the Service' s estimate of future contingent liahilitiesis required annudly in a
Footnote to the Financial Statements. If gppropriate accounting standards criteria are met,
these liabilities may be recognized by the Service and reported on the face of the Service's
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C.

Consolidated Baance Shest, aswdll as disclosed in a Footnote to the Financial Statements.

The Department’ s Office of Financial Management (PFM) requests the Department’ s Office of
the Solicitor (SOL) to review its case files for each fisca year and ligt dl lawsuits, clams or
adminidrative proceedings it is handling on behdf of the Department and its separate Bureaus.
The materidity threshold is set at $1 million by PFM. In response, SOL and the Judtice
Department advise the Service' s CFO on whether it is probable that the listed legal claims or
proceedings will end in alossfor the Service. For dl cases reaching or exceeding the reporting
threshold, SOL provides ether an estimate of the anticipated loss or a statement that the lossis
not estimable. As necessary, the Division of Financid Management seeks darifying information
by cdling the key contacts provided by the Office of the Solicitor. Thetiming of thisandysisis
driven by the Service sreceipt of the initid listing from the Department’ s Office of the Salicitor,
athough the generd requirement for finaization is October 15, 2002.

DATE YEAR-END CLOSING EVENT

9/13/02 Chief, Division of Financial Management sends memorandum to Program Offices requesting
updated ECL estimates for FY 2002

10/15/02 ECL list is due to the Division of Financial Management from the Division of Engineering

10/15/02 Contingent liabilities list finalized for the Service and accrued and/or disclosed by the Division of
Financial Management

Seized and Forfeited Property Report -Principal Financial Statements and Footnotes

Through the Law Enforcement Management Information System, law enforcement operations
provide the Division of Financid Management with their annud inventory of Seized and
Forfeited Property and Property Dispositions. Thisinformation is reported in terms of the
number of cases resulting in seizures and/or forfetures, including the estimated vaue of
qudifying property. The estimates are reported on the face of the Consolidated Balance Sheet
and disclosed in aFootnote. The final text and figures for FY 2002 are due from the Assigtant
Director - Law Enforcement to the Assstant Director - Business Management and Operations
by October 15, 2002.

DATE YEAR-END CLOSING EVENT

10/15/02 Seized and Forfeited Property Report due from Assistant Director - Law Enforcement to Assistant
Director - Business Management and Operations

Stewar dship Land Report - Required Supplementary Stewar dship Information (RSSI)
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D.

The Divison of Redlty records changes to the Nationa Wildlife Refuge and Nationa Fish
Hatcheries Systems and submits a report on the total number of units and acreage in each
systemn, any changes from the previous year, and descriptions of additions or deletions to those
systems, which is incorporated into the Service’'s Annud Financia Report as part of the total
information presented as RSSl. Al data, text, and other accompanying information pertinent to
FY 2002 stewardship lands report must be submitted to the Assistant Director - Business
Management and Operations by October 15, 2002.

DATE YEAR-END CLOSING EVENT

10/15/02 Stewardship Land Report due to the Assistant Director - Business Management and Operations

Stewar dship Assets Reports - Required Supplementary Stewar dship Information
(RSSI)

The Service must manage and account for stewardship lands and natura and cultura heritage
assets that cannot be measured in traditiond financid terms. Presentation is made as RSS that
accompanies the Service' s Financid Statements. The scope of stewardship information to be
reported is governed by SFFAS No. 8, Supplementary Stewardship Reporting. The many
sources for thisinformation are found throughout the Service, among many Program Offices
and Divisons, and from dl organization levels of the Service.

FY 2002 will be the 6th year for which the Service reports on the existence and condition of
stewardship lands and heritage assets. Program leads for reporting on the existence and
condition of stewardship lands are the Realty, Engineering, Federd Aid, Endangered Species,
Nationa Wildlife Refuges, and Nationd Fish Haicheries Programs and their Regiond and Fed
level counterparts. Databases that contribute to the report on stewardship lands include the
Lands Records System, Refuge and Hatchery Management Information Systems, Maintenance
Management System, Redl Property Inventory, Federa Aid Information Management System,
and other databases and systems to maintain inventories of lands and facilities and to assess the
condition of these assets. Heritage assets held in trust by the Service are reported in the asset
categories of natural and cultura resources. Data, text and photos or dides on Stewardship
Lands, Heritage Assets and their existence and condition as of September 30, 2002, have a
fina deadline of October 15, 2002.

DATE YEAR-END CLOSING EVENT
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E.

10/15/02 Stewardship Assets Reports due to the Assistant Director - Business Management and Operations

Recreation Fee Demonstration Report - Required Supplementary Stewar dship
Information (RSSl)

The Service s Recreation Fee Demondtration Program is administered by the Chief, National
Wildlife Refuge System. The Service mugt report on how much revenue weas collected by
participating refuges and describe the purposes for which these revenues were collected and
expended. Any changes to the number of refuges participating in this program must be
disclosed, including alisting of new participating Sites. The find deadline for submitting this
information is October 15, 2002.

DATE YEAR-END CLOSING EVENT

10/15/02 Recreation Fee Demonstration Report due from Chief, National Wildlife Refuge System to

AD/BMO

Payment to Counties Report - Required Supplementary Stewar dship Information
(RSSI)

The Service, through the Chief, Nationd Wildlife Refuges, makes payments to Countiesin
which Service lands and holdings are located. The find report on these payments made by the
Service for the entire fiscal year is due by October 15, 2002.

DATE YEAR-END CLOSING EVENT

10/15/02 Payments to Counties final numbers due from Chief, National Wildlife Refuge System to AD/BMO

Stewardship Investmentsin Non-Federal Properties Report - Required Supplementary
Stewar dship Information (RSSI)

FY 2002 will be the second year that the Service estimated what portions of al grant programs
administered by the Service contributed to stewardship investments in non-Federa property.
Such investments include mgjor additions, dterations or replacements; the purchase of maor
equipment; and, the purchase or improvements of other physical assets owned by State and
local governments. Expenses for operations and maintenance are not considered investments.
Consgtent with last year, the primary grant programs qudifying for disclosure under the
FASAB standards are those in the Directorates of Migratory Birds and State Programs and of
Endangered Species. All find investment estimates are due October 15, 2002.
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DATE YEAR-END CLOSING EVENT

10/15/02 Final Stewardship Investment estimates due from the AD for Migratory Birds and State Programs
and the AD for Endangered Species to AD/BMO

H. Final Estimatesfor Deferred Maintenance - Required Supplementary | nfor mation
(RS)

Edtimates of the Service s cogts of deferring maintenance of its facilities and structures into
future fiscd yearsis required annudly. Deferred maintenance is * maintenance that was not
performed when it should have been or was scheduled to be and which, therefore, is put off or
ddayed for afuture period.” The Service' s maintenance backlog is tracked in one database
program using two separate, but largely identical, maintenance management systems — one for
Refuges and one for Hatcheries. The database is known as the Maintenance Management
Sysem (MMS) which isamodule of the Refuge and Hatchery Management Information
Sysems. Since the Law Enforcement Program received sgnificant increased funding in FY
2001 and FY 2002 for facilities maintenance, it too will have to report on facilities condition
and maintenance needs through the Service sMMS. In FY 2002, the MMS is expected to
report on deferred maintenance for al Service fadilities, including new and existing law
enforcement facilities.

The Service s backlog is developed at fidd locations, where station managers identify
maintenance needs by conducting ingpections and developing cost estimates. Engineering staff
in the Regiond Offices are responsble for reviewing these estimates consstent with
Servicewide guidance on developing cost estimates that include |abor, materiass, equipment,
and rlated planning design, and construction management cogts. During the summer of every
year, the responsible Program Offices review their deferred maintenance estimates and solicit
new and updated information from the Regions and Field Stations. This solicited information
undergoes peer review by subject matter experts making up an interdisciplinary team from
Washington and Regiona Offices that reviews dl project datain the MMS for accuracy,
appropriateness, and credibility of the database. Facility condition assessments are ongoing
and contribute to generd and deferred maintenance decisions. Find estimates and
accompanying text for FY 2002 deferred maintenance costs and facility condition are required
by October 15, 2002.

DATE YEAR-END CLOSING EVENT

10/15/02 Deferred maintenance estimates due to the Division of Financial Management from the National
Wildlife Refuge, National Fish Hatchery, and Law Enforcement Programs.
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GPRA Performance Reports - Required Supplementary Information (RSl) and Other
Accompanying Information (OAI)

This year, OMB and the Department require the Service to report on general performance
measures and a subset of GPRA program accomplishments achieved under each of the
Service smisson and srategic gods identified in the Annuad Performance Plan. The
information provided in the Service s Annud Financid Report must be consistent with that
provided in the Service' s budget documents and Annua Performance Report, even though
reporting cycles and due dates for the finance and budget cycles. Find text on GPRA
performance, including a discusson of whether goas were met, and dl other supporting GPRA
and performance information must be provided to the Planning and Evauation Staff in time for
them to submit Servicewide text to the Divison of Financia Management by October 15,

2002.
DATE YEAR-END CLOSING EVENT
10/15/02 Final year-end GPRA performance data due to Division of Financial Management from the
Planning and Evaluation Staff

J. Complete Construction Work-in-Progress (CWIP) Reconciliations - Financial
Statements

The Work Group established to review and streamline reconciliation processes published its
guidancein June 2001. Thisdraft guidance serves as the basis by which the Service conducted
an interim reconciliation in the Spring 2002 and will conduct year-end reconciliations with FFS.
The reconciliation process is a multi-step, coordinated effort among field offices and Program
daffs throughout the Service. The CWIP data file accumulates financid transactions relating to
buildings and structures and that data must be reconciled with the data recorded in the FFSin
order to prepare accurate financiad statements for each fiscal year. Although the Serviceis
looking at different methods by which to streamline and automate these reconciliations, the
guidance of June 2001 till guides the manua process for thisyear. The RPI data must be
updated for FY 2002 and made available to the Divison of Financia Management by
September 16, 2002, so that al reconciliations can be performed timely to meet Departmental
reporting deadlines.

DATE YEAR-END CLOSING EVENT
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9/16/02 Real Property Inventory due to Division of Financia Management from Chief, National Wildlife
Refuges
9/27/02 Final year-end reconciliation with FFS completed

K. Capitalized Real Property, Equipment and Software

The Service has aresponshility to accuratdly report the financia impact of transactions
affecting itsreal property, equipment, software, and applicable leasehold improvements.
Following is specific information on due dates and a generd discussion of issues associated with
capitdization congderations.

Capitaized Real Property

The CWIP will follow the same procedures asin the past. Also, please refer to section above on
CWIP reconciliations. Each Region will recaiveits April to July CWIP transactions from Engineering
and Non-Engineering activities. The Regions will review each transaction and determine whether the
cost should be capitdized, expensed, or remain in the Work-in-Progress account. It is essentid for the
Divison of Financid Management to vaidate that gppropriate financia information is properly recorded
in the Red Property Inventory (RPI) database.

DATE YEAR-END CLOSING EVENT FOR CAPITALIZED REAL PROPERTY ASSETS
08/08/02 Division of Financial Management e-mails CWIP files to Regions
08/23/02 Regional Review of CWIP due to Division of Financial Management
08/30/02 Division of Financial Management CWIP files due to Denver Office
09/16/02 RPI Download to Division of Financial Management - Denver Office
Capitaized Equipment
DATE YEAR-END CLOSING EVENT FOR CAPITALIZED EQUIPMENT ASSETS
9/13/02 Capitalized Equipment Reports/Files due to Division of Financial Management from the Division of
Contracting and Facilities Management

Capitdized Software

Service policy reguires the Service to capitalize Software Development cogts that are $100,000 or
greater. These costs need to be captured using a FFS project number. The Regions and the Programs
are respongble for notifying the Divison of Financid Management/Washington Office of the project
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number for any software development projects. Similar to the Work-in-Progress account, the cost of
ongoing software development is placed in an Interna Use Software-in-Development account. \When
work is completed and the software isin use, the cost is moved to the Internal Use Software account.
If the project is abandoned and the software is considered usdless, then the costs are expensed.
Therefore, the Regions and Programs must aso notify the Divison of Financid Management when the
project is completed to ensure the Service properly accounts for the costs.

DATE YEAR-END CLOSING EVENT FOR CAPITALIZED SOFTWARE

08/30/2002 Programs and Regions must submit Capitalized Software project numbers to Division of Financial
Management for year-end accounting treatment.

The information below is provided to assgt in reviewing issues concerned with capitaizing property or
equipment.

What is Capitalization?

Capitdization isthe identification of costs that will benefit future periods. These capitdized costs are
captured and recognized as an asset. The thresholds to determine capitdization are $25,000 for capital
equipment and $50,000 for red property.

What isan Expense?

An expenseisacos of operations recognized during the current period. Tota expenses reflect the
amount of resources to perform the mission of the Service's operations. Expenses include depreciation
expense, which dlocates a portion of capitaized coststo the current period.

Why are Real Property Costs Capitalized?

Red Property is consdered an investment that provides future benefit to the Service. Asaresult, the
Service captures the costs of its rea property and can assign valueto itsred property. Redl property is
conddered to have alimited useful life. Therefore, the Service depreciates the red property asset to
recognize a decline in its future usefulness to the Service and to dlocate its cost over the asset’s useful

life. Further, through depreciation of the real property asset, the Service can more accuratdly assessiits
cost of operations.

What is Congtruction Work-in-Progress (CWIP)?

CWIP s an asset account that captures the costs associated with buildings and structures currently
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under congtruction. Once the construction has been completed and the building and structure is usable,
even if the congruction contract remains open, the costs associated with the building or structure is
moved out of CWIP into ared property asset account. If the cumulative cogts of the building and
gructureis less than $50,000 at completion, the costs are expensed during the current period.

What Costs should be capitalized and captured in CWIP or Real Property Asset Accounts?

Service capitaizes red property with cumulative costs of $50,000 or over. The Services dso
capitdizes any additions, improvements, or replacements to existing real property with cumulative costs
of $50,000 or over.

The following costs should be capitaized, in most cases, reating to specific new or improved property:

—Surveying

—Engineering Work

—Architecturd and Design Work

—Acquisition Cogts

—Payments to Contractors for work on new asset or addition/replacement to existing asset.
—Additions to Structures or Buildings

—Fixed Equipment and Ingtalation Costs Attached to Structure or Building

—Direct Labor and Benefits Cost related to the construction, oversight of contractors, or getting the
property itemin use

--Direct Materials and Supplies Used

—Direct Trave

—Direct Equipment Renta Costs

—Fair Portion of Owned Equipment Used on Project (such as depreciation incurred during use)
—Any Lega and Recording Fees

Thefollowing should be expensed:

--Feasibility studies

—Alternative condderaions

—Repairs and Maintenance

—Cleanup Costs

—Deferred Maintenance Costs that restores the asset to a operating condition asif it were regularly
maintained.

—Demoalition Codgts, unless planned as part of the purchase of property. If planned, then capitalize.
—Indirect Cogts of the Service.
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YA Accrual Sheet

Exhibit 1
Document Control Number: YA Amount:
Name of Organization: Original:
Page of
Amendment:
Line Number TT BFY ORGN Subactivity/ Obj. Class Amount ADJ VEND CODE
Project

001 01 2002

002 01 2002

003 01 2002

004 01 2002

005 01 2002

006 01 2002

007 01 2002

008 01 2002

009 01 2002

010 01 2002

011 01 2002

012 01 2002

013 01 2002

Signature: Title:
Phone Number Date:

**YA DOCUMENT AND JUSTIFICATION MUST BE SENT INTO BUDGET & FINANCE FOR ARCHIVING AND STORAGE DURING THE FIRST
WEEK OF OCTOBER.

Most Freguently Used Government Vendor Codes

Generd Services Administration (GSA)
Office of Aircraft Services (OAYS)

Unicor

Office of the Secretary

3047000017
3014040001
3015080007
3014010001

Office of Personnel Management (OPM)

Government Printing Office (GPO)

Bank of America

3024001201
3004000001
3001798094 E




YA Accrual Sheet - Payroall

Exhibit 1a
Document Control Number: YA Amount:
Name of Organization: Original:
Page of
Amendment:
Line Number TT BFY ORGN Subactivity Obj. Class % of Amount ADJ VEND CODE
/ Project Gross
Pay

001 01 2002 (Gross Pay) N/A
002 01 2002 121A (Medicare) CSRS PAYROLL G20

1.4%

FERS

6.1%
003 01 2002 121B (OASDI) CSRS PAYROLL G20

0.0%

FERS

0.8%
004 01 2002 121E (TSP Basic) 1%
005 01 2002 121F (TSP Match) 5%
006 01 2002 1213 (CSRS) 8.5% PAYROLL G2 4
007 01 2002 121K (FERS) 10.7% PAYROLL G24
008 01 2002 121N (COLA)
009 01 2002 121T (LIFE INS) Vaies PAYROLL G24
010 01 2002 121W (HEALTH INS) Vaies PAYROLL G2 4

Signature: Title:
Phone Number Date:

Note: were Vend Code is blank, use the employee’ s vendor code. Where % is left blank, refer to your latest FWS 10501 and calcul ate the % based on gross pay.

**YA DOCUMENT AND JUSTIFICATION MUST BE SENT INTO BUDGET & FINANCE FOR ARCHIVING AND STORAGE DURING THE FIRST
WEEK OF OCTOBER.




YR Accrual Sheet

Exhibit 2
Document Control Number: YR Amount:
Name of Organization: Original:
Page _of
Amendment:
Line Number TT BFY ORGN JOB Obj. Class Amount I/D Ref.
Accounting
Line Number

001 01

002 01

003 01

004 01

005 01

006 01

007 01

008 01

009 01

010 01

011 01

012 01

013 01

Signature: Title:
Phone Number Date:




EXHIBIT 3 FOR UNDELIVERED ORDER BALANCES CERTIFICATION

Memorandum

To: Director

From: Regional Director, Region __ -or- Assistant Director -

Subject: Certification of Undelivered Order Baances as of Year-end FY 2002

As directed by the Department of the Interior’'s Deputy Assstant Secretary - Policy Management and
Budget, Region ___-or- programtitle hasthoroughly reviewed itsunddivered orders as of the end of FY
2002. | certify to the best of my knowledge that the undelivered order baances for Region - __ -or-
programtitle are valid and appropriately stated for financid reporting purposes.

Regiond Director -or- Assistant Director Date



Sunday Monday Tuesday Wednesday Thursday Friday Saturday
August 2002
1 2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 Eis file to DO aZ)n-reimbursable éis file rejects are 29 ggrryover 31

project code rollover list
to DO (including fire
project codes)

fixed by DB staff.

reimbursable

projects and project
code rollover due to
DO/Cost Accounting




Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 6 7
Proceeds from Motor Rev 2002-17 accrual; Interim reports available Final Imprest vouchers
Vehicle Sales due to Post 2002-18; Accrue on FC website by 1 PM submitted to NBC.
DO. 260% of 2002-18; MDT
Payroll RDS process;
Awards entered in credit card adjustments;
FPPS after this day will 1st interims run
need to be accrued.
8 9 10 11 12 13 14
Payroll RDS process; Interim reports available
credit card adjustments; on FC website by 1 PM
2nd interims run MDT
15 16 17 18 19 20 21
Rev 2002-18 accrual; Payroll RDS process; Interim reports available BAS file to DO; UDO
Post 2002-19; Accrue credit card adjustments; on FC website by 1 PM report due to BF; travel
160% of 2002-19 3rd interims run; MDT. vouchers must be at
collection transmittals NBC; final imprest
now faxed to DO/Cost replenishments must be
Accounting. at NBC.
22 23 24 25 26 27 28
Collections at the Last file imported into BAS file rejects fixed by Interim reports available Final interim reports Interim reports available
lockbox by this day will the CARD table; last DO staff; payroll RDS on FC website by 1 PM run; last day to use on FC website by 1 PM
be posted as FY 2002 tape to Treasury for process; credit card MDT,; vehicles received purchase card; Exhibit MDT
activity. payment; last day adjustments; 4th but not invoiced must 3 (Regional UDO
forNBC to process non- interims run; credit card be accrued. Validation) due
referencing IPAC accruals must be
charges; last day to entered; last day TVs
make EAGLS will be processed by
29 30

Last day for RDE,
payroll and credit card
adjustments and
accruals to be
processed; clear SUSF
table.




